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Kentucky Green & Healthy Schools Project Form
Use this form to propose and report on a KGHS project (after completing an inventory).  Save a copy of this form to your computer. This form must be submitted twice: once to propose a project, and a second time to report on the project.  Fill out the proposal sections (green text) and submit this form prior to project implementation.  The KGHS coordinator will confirm approval of the project proposal via e-mail.  After the project has been completed, fill out the report sections (in blue text) and resubmit the form.  Confirmation of approval for the report will be confirmed via e-mail.  If this form is not submitted twice, first as a proposal and second as a report, the project will not be awarded credit in the KGHS award system.  To complete a KGHS category, an inventory, proposal, and report must be submitted and approved.  Save a copy of this form for your records.  See page 6 for submittal instructions.
General Information Section
Please include your school's official name with an abbreviation for the school level.  The school name typed above should match exactly the school name provided on your School Checklist form (provided to you by the KGHS coordinator) and all other forms submitted to date.  
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Project Proposal Section (to be completed prior to project implementation)
1) Project Steps
List the steps for this project.  Include a description of how your team will achieve each step.
2) Project Timeline
Provide a tentative timeline for the steps of this project. 
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Project Proposal Section Continued 
5) EvaluationHow will the progress of this improvement project be evaluated?  Provide specific examples. 
6) Documentation/MediaHow will you document the planning, implementation, and results of this project?  Plan to include items such as photos, newspaper/newsletter articles, brochures, videos, school announcements, and web site links in your report.
3) Project ParticipantsList the students, classes, or clubs that will participate in this project.  Also include teachers, other school employees, and parents.
4) Community OutreachHow will project opportunities and ideas be shared with all members your school community?  Provide specific examples. 
This space is intentionally blank.  The form continues on next page.
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Project Proposal 
Project  Report
Provide up to 4 detailed goals for this project.  For example, goals of a green spaces project might include "increase time spent outdoors by students,"  "create an outdoor classroom that includes a native wildlife garden and a pond," "conduct a Project WILD professional development session to help teachers learn how to use the outdoor classroom with students," and "obtain donated plants, signage, and pond materials from local businesses for the outdoor classroom."  
 
For each goal, include a measurable outcome.  For example, the goal "increase time spent outdoors by students" might be measured by keeping a notebook in the outdoor classroom that student groups use to document their time outside.  You could then tally the number of students and total amount of time spent outdoors for a school year.  The goal "conduct a Project WILD professional development session to help teachers learn how to use the outdoor classroom with students," might be measured by counting the number of teachers that participated in the training and surveying the teachers about their use of the outdoor classroom after the training. 
Provide a detailed report for each goal that was included in your project proposal (refer to the left column of this page).  Address the status of each goal and describe activities of students and other team members toward the completion of each goal, including changes to your goals.  Be sure to match the number of your report information to the corresponding goal number.  
 
Provide detailed measurable outcomes for each goal.  Use the same units of measurement that were used in the proposal section in the left column of this page.  For example, if your proposed measurable outcome was "count the number of teachers that participated in a Project WILD professional development training and survey them about their use of the outdoor classroom after the training", your results might state "14 teachers participated in the 6 hour training held on August 25, 2012 at our school.  At the end of the school year, 4 teachers reported using the outdoor classroom  twice a month, 4 teachers used the classroom once per month, and 6 teachers reported using the classroom 3 times during the year."
Project Goals Section (includes both proposal and report information)
Example Goal
Proposal:
Example
Measurable
Outcome 
Results:
Example Measurable Outcome:
Example Goal
Report:
Conduct a Project WILD professional development session to help teachers learn how to use the outdoor classroom with students.
Employees from the KY Department of Fish and Wildlife conducted a 6 hour Project WILD workshop at our outdoor classroom on August 25, 2012.  Fourteen teachers attended.
14 teachers participated in the 6 hour training held on August 25, 2012 at our school.  At the end of the school year, 4 teachers reported using the outdoor classroom  twice a month, 4 teachers used the classroom once per month, and 6 teachers reported using the classroom 3 times during the year.
We will measure this goal by the number of teachers that attend the workshop and the number of teachers who use the outdoor classroom with their students during the 2012-2013 school year. 
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Project Proposal Continued
Project  Report Continued
3. Project Documentation  Please include additional documentation you would like to provide with this project report.  Refer to your answer for question number 6 in the project proposal section of this form for the documentation you stated would be provided.  Appropriate documentation includes, but is not limited to photos, videos, newsletters, brochures, and Power Point presentations.  If additional documentation will be included with this report, check the box below.  Please note that it is the responsibility of the team leader to ensure that all students included in attached media have photo/video releases on file at the team's school.
To submit additional documentation, attach the electronic file/s to the e-mail message generated by the "submit" button on this form.  Alternatively, if you save this form and then attach it to an e-mail, you may also attach the additional documentation at that time. 
 
For step by step directions on how to submit additional documentation/media, see the form submittal instructions on page 6.
Project Report Section (to be completed after project implementation)
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Additional Report Information Section
Use this section to include any additional information or information that would not fit in the space provided for the questions in previous sections.  If this space is used for over flow text, please label your text with the section and question to which it is related.
If you have difficulty submitting this form using the "Submit by E-mail" button or saving the form and attaching it to an e-mail, contact the KGHS coordinator at 800-882-5271. 
Submittal Instructions:
1) Save a copy of this form for your records, adding your school name in lower case to the beginning of the file name.  For example, if your school name were Henry Clay High School, you would save the file as henryclayhs_ProjectForm.pdf.  If you do not include your school name in the file name, your form may be rejected.
 
2) Submit this form twice: once as a proposal and once as a report.  If the form is not submitted twice, your project may not count toward the KGHS awards system. To submit the form as a proposal, fill out the General Information and Project Proposal  Sections (pages 1-2), and the Project Proposal Column of the Project Goals Section (pages 3-4).  To report on a project, open the saved copy of this form and fill out the Project Report Column of the Project Goals section (page 3-4),  and the Project Report Section (page 5).  Fill out the form completely and carefully.
3) If you use Microsoft Outlook E-mail, click the below "Submit by E-mail" button and continue to step 4.  If you do not use Microsoft Outlook, skip to step 6.
4) A dialog box titled "Select E-mail Client" will appear.  Click the first radio button for "Desktop E-mail Application" and click "OK".
5) An Outlook e-mail message will appear.  If you have additional report documentation, attach it to the e-mail at this time.  Click "send".  Your form has been submitted.  You will receive a confirmation via e-mail from merin.roseman@ky.gov.  If you completed steps 3, 4 and 5, ignore step 6.
6) After completing steps 1 and 2, attach the saved report to an e-mail.  If you have additional report documentation, attach it to the e-mail at this time.  Send the e-mail to merin.roseman@ky.gov.  Your form has been submitted.  You will receive a confirmation via e-mail from merin.roseman@ky.gov.
ONLY use the above button if you use Microsoft Outlook!  If you do not use Microsoft Outlook,follow the directions outlined in steps 1, 2, and 6 (skipping steps 3-5).
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